
APPLICATION FOR RECORDS DISPOSITION STANDARD 
--d f mart3 

SSTHL!('TIONS: Prepare in duplicate and forward to the Records Management Ana lys t ,  Manawmcnr Systems Divisicm f _-- ~~~ 

3. Dept.. Division. S, 

Office o f  t h e  General Manager 
MARTA 
100 Peachtree St ree t ,  N.W. 
S u i t e  1300 
At lanta,  Georgia 30303 

4 Pprson to Contact 5 Working TI 

Juan i ta  Spivey Execut ive Secretary 586 -5Q53 
I 

\ .  
7.  ACTION REQUESTED 

DISPOSE OF PRESENT ACCUMULATIOYS. 
C I PATE 0.- 

arliest 5 Latest Dates of Series 9. Exact Series Tltle '. 
x 10. What is  the function of  the office in which this record series i s  created? 

'A 

I n t e r n a l l y ,  t h i s  
The o f f i c e  o f  t he  General Manager admin is ters  t h e  A u t h o r i t y ' s  a c t i v i t i e s  i n  accordance 
w i t h  the  p o l i c i e s  es tab l i shed by the MARTA Board o f  D i rec to rs .  

. . o f f i c e  coordinates intergovernmental re la t i ' ons ;  provides communications and market ing 
a c t i y i t i e s ;  ensures that,equal employment oppor tun i t y  requirements a re  met; and co- 
o rd ina tes  t h e  l e g a l  support  o f  t h e  S t a f f  Counsel. 

11 This file contains the following documents (Include form numbers'and tltler. if any, and file arrangement) / 

Documentsrelating t o  A l l  areas of responsi  b i l ' i t y  and i n t e r e s t  o f  t h e  General Manager 
;i' 

Includedare Correspondence, memos, d i r e c t i v e s ,  speeches, repor ts ,  pub1 i ca t i ons ,  and 
suppor t ive papers. 

Fileisarranged A l p h a b e t i c a l l y  by subject ,  by year .  

A T A C H  SAMPLES OF THE FILE 

Annual Rate of Accumulation 
Letter-size File Drawers 

Legal-size File Drawers Floor Space Occupied (Square Feet) 

__ ~~ ~~ _ 

-. .~ ~ ~ - ~~~ 

I 



YES NO 
13. 0<] [ 1 Is this the Record Copy of the series? 

t 
14. [ 3 

IS. [ ] 

16. '[ 1 

[N Is there a duplication of this series in  another office or agency? 

[N Is the information contained in this series ever summarized or publishedrAitach COPY. 

[XI Does the series contain classified information requiring secuiity handling? 

I 

I 

17. w] 
18. D(1 

19. [ ] 

20. [ ] 

21. [ ] 

22. [ 1 

23. u(1 

[ ] Does the series initiate, amend or terminate agency policies and procedures? 

[ 3 Could the function be performed i f  the files were lost or destroyed? 

[>(3 Is the series (or major portion of it) regularly microfilmed? If yes, why? 

c>(l Does the record eries provide data as input to an EDP file? 

[m Does the record . .  series contain documentation produced as EDP printout? 

[M Has the Federal Government issued instructions governing retentionldisposition of these files? 

[ .  1 Wil l  there be a need for these records 10: 15 years from now? If yes, what? 

I f  

24. REQUIREMENTS. The following requires the files to be kept . - & I R _ y e a r s .  

LAW LIMITATION PERIOD LAW DECISION VALUE 

Possible 
I. [ 1 STATE b. [ 1 STATUTE OF c [ j AUDIT d. 1 FEDERAL e. MI ADMINISTRATIVE f. ~ ( 3  HISTORICAL 

'(Cite Law, Statute, or other reason for the retention requirement) 

25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off a t  the end of each 

- [ ] CALENDAR YEAR . FISCAL YEAR - [ 1 Other 

[&I Hold in the current files area_-..-__month.(sl/-~ .I-. . year(s): 

[ 1 Destroy. 
o(1 Transfer to Archives for permanent retention. 
[ 1 Destroy immediately after cut-off. 

.. [ 1 Transfer to [ 1 State Records Center { 1 Local Holding Area; hold -_--_year(s): 
. . .  

[ 1 Other: (Specify) . .  

(Indicate briefly rationale for reCommendations above/or write additional remarks): 


